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Appendix |

Project Scoping Toolbox

This Appendix provides a variety of tools to assist the Federal Emergency Management
Agency (FEMA) Lead and other Project Team members during the Project Scoping
phase of a Flood Map Project. Project Team members shall use the “toolbox” of
templates, checklists, and forms presented in this Appendix to record activities
throughout the Project Scoping phase.

Detailed information on the Project Scoping phase is provided in Volume 1, Section 1.3
of these Guidelines. As discussed in Volume 1, Section 1.3 of these Guidelines, the
activities completed during the Project Scoping phase are grouped into those that take
place before, during, and after a Scoping Meeting, as follows:

e Pre-Scoping Mesting activities;
e Scoping Meeting activities; and
e Post-Scoping Meeting activities.

[February 2002]

1.1 Pre-Scoping Meeting Activities

The templates, checklists, and forms that the FEMA Lead and other Project Team
members shall use to record activities before the Project Scoping Meeting are
summarized in Subsections|.1.1 through 1.1.8.

[February 2002]

[.L1.1  Initial Community Contact — Record of Communication
Template

FEMA designed the Initial Community Contact—Record of Communication Template,
shown on page |I-2, to record the activities involved with planning the initial community
contact and recording the topics covered during telephone call(s) with the community. If
more than one community is contacted, the FEMA Lead or other assigned FEMA staff
shall prepare a separate form for each community.

Section |.1 -1 February 2002 Edition
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Community/Mapping Project:

Date: Case No.:

Recorder:

Name of Community Contact:

Agency/Organization

Telephone Number:

E-Mail Address:

Facsimile Number:

Topics To Cover:

e Purpose of the Mapping Project

{Insert notes.}

e Community’s Perception of Mapping Needs

{Insert notes.}

e Target Schedule for Completing the Project

{Insert notes.}

e Possibility of Community Contributing as a Cooperative Technical Partner

{Insert notes.}

e Other Discussion Topics

{Insert notes.}

e Community’s Engineering, Planning, and GIS Capabilities
- How advanced are they?
- Where do they reside in the community’s organization?

{Insert notes.}

[February 2002]
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.L1.2  Project Management Plan Template

FEMA designed the Project Management Plan Template, shown on pages -4 to |-10, to
record activities associated with the preliminary Project Management Plan, such as
establishing specific project protocols and management objectives for the entire Project.
After the Project Management Team has been formed, each team member will be
provided with a copy of the preliminary Project Management Plan. The Project
Management Plan isa“living” document that the Project Management Team shall
update, with information added when necessary, as a Flood Map Project progresses.

[February 2002]
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Project Management Plan

{Insert Name of Project}

Prepared by:
{Insert Name(s) of Author(s)}
{Insert Initial Date}
{Insert Revision Date}

{Insert Revision Date}

{Insert Revision Date}

Section |.1 -4 February 2002 Edition
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Project Management Team Contact Information

Project Management Organization Contact Information
Team Member
{Insert name of FEMA {Insert organization Phone:
Lead.} or agency.}
Fax:
E-mail:

{Insert team member's role in this project.}

{Insert name FEMA HQ {Insert organization Phone:
Engineer.} or agency.}
Fax:
E-mail

{Insert team member's role in this project.}

{Insert name of MCC {Insert organization Phone:
Representative.} or agency.}
Fax:
E-mail:

{Insert team member's role in this project.}
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Project Team Contact Information

Project Team Member

Organization

Contact Information

{Insert name and address.} | {Insert organization Phone:
or agency.} Fax:
E-mail:
{Insert team member's role in this project.}
{Insert name and address.} | {Insert organization Phone:
or agency.} Fax:
E-mail:
{Insert team member's role in this project.}
{Insert name and address.} | {Insert organization Phone:
or agency.} Fax:
E-mail:
{Insert team member's role in this project.}
{Insert name and address.} | {Insert organization Phone:
or agency.} Fax:
E-mail:
{Insert team member's role in this project.}
{Insert name and address.} | {Insert organization Phone:
or agency.} Fax:
E-mail:
{Insert team member's role in this project.}
{Insert name and address.} | {Insert organization Phone:
or agency.} Fax:
E-mail:
{Insert team member's role in this project.}
{Insert name and address.} | {Insert organization Phone:
or agency.} Fax:
E-mail:

{Insert team member's role in

this project.}

Section 1.1

February 2002 Edition




Guidelines and Specifications for Flood Hazard Mapping Partners

Introduction
The general objectives for this Mapping Project are to:

Use this table to list or describe the overall objectives of the project (check all
that apply).

Convert map panels (revised and unrevised) to digital format.

Update the {floodplain and/or floodway} for the subject flooding source to reflect
new {hydrologic and/or hydraulic} conditions (e.g., recent development, new flood
control structures, changes in stream morphology, etc.).

Incorporate previously unmapped or revised map features, such as [{specify; e.g.,
new roads, elevation reference marks, corporate boundaries, LOMCs, etc.}]

Create new FIRMS for previously unmapped areas.

Perform a detailed study of a previously approximately studied or unstudied area.

Other primary objectives. {Add any other primary objectives.}

The remainder of this Project Management Plan establishes project coordination
protocols and outlines the general management activities required to meet these
objectives.

1. Description of Mapping Project

{Provide a brief description of the project area.}

2. Communication Protocols

{List and/or describe communication protocols between and among Project Management
Team and Project Team Members; e.g., MICS, e-mail, project-specific Web site. Note:
Insist on consistent and clear documentation methods for all project communications.}

Section |.1 -7 February 2002 Edition
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3. Milestones and Reporting Requirements

The major milestones and intermediate milestones are identified in the table below. Fill
in the major milestones first; this will help provide a schedule and framework. As the
project progresses, fill in the intermediate milestones. (Major milestones are shaded

gray.)

Milestones

Target Date

Completion
Date

Pre-Scoping Meeting Activities

Form Project Management Team

Initial Community Contact

Prepare Preliminary Project Management
Plan

Initial Project Conference Call with
Community

Form Project Team

Complete Research

Draft Scope of Project

Draft Scope of Project Conference Call

Distribute Background Information

(@) ®)]
£ £
g-§ Hold Scoping Meeting
(@]
0n =
Document Scoping Meeting
(@]
E Develop SOW and Distribute to Project
3 Team Members
=g
o E Project Team Members Submit T&C
‘a5 | Estimates
o0
O <
X Update MNUSS
(2]
o
o Issue Task Orders and Notice
to Proceed
Section |.1 -8 February 2002 Edition
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Milestones

Target Date

Completion
Date

Flood Data Update

Acquire Necessary Topographic and
Field Data

Independent QA/QC

Complete Hydrologic Analyses

Independent QA/QC

Complete Hydraulic Analyses

Independent QA/QC

Complete Digital Floodplain Mapping

Independent QA/QC

Digital Conversion

Acquire Base Map

DFIRM Production (non-revised areas)

Merge Effective and Updated Information

Issue Preliminary FIS and FIRM

Post-Preliminary

Processing

Hold Final Meeting

Initiate 90-Day Appeal Period

Issue Letter of Final Determination

Final DFIRM Distributed

4. Outreach Strategy

{Describe outreach strategy to be implemented for the project; e.g., press releases,
targeted mailings, Congressional briefings, public affairs, Television/Radio, or "L etters to
the Editor" from FEMA Director. Note that guidance on performing this outreach is
currently under development by the FEMA Technical Services Division, Program

Outreach Branch.}

Section 1.1
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5. Other On-Going and Related Activities or Projects

{List al on-going and related activities or projects. Describe how activity or project
relates and/or tiesin with the project.}

6. Quality Assurance Approach and/or Requirements

{ Describe quality assurance approach and/or requirements for this project; e.g., FMPCC
performs independent review of H& H analyses by CTP. Include a description of the roles
and responsibilities of the various Project Team membersin quality assurance.}

7. Retention and Maintenance of Records

{ Describe procedures to be followed for retention and maintenance of all records and
datarelated to this project.}

8. Project Completion Activities
Project Completion Activity Completion Date
{Insert all Project Completion Activities; e.g., {Insert Date.}

Updating MNUSS, Finalizing Vouchers, Holding
Final Meeting. Note: Insert new table row for each
activity.}

[February 2002]
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1.L1.3 Initial Project Conference Call Agenda/Meeting Minutes
Template

FEMA designed the Initial Project Conference Call Agenda/Meeting Minutes Template,
shown on page |-12 to document the agenda and results of the initial Project conference
call to the community (ies). If more than one call is conducted, the FEMA Lead or other
assigned FEMA staff shall use a separate form for each community.

[February 2002]
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Community/Mapping Project:

Date: Case No.:

FEMA Lead:

Participants:

a kN R
© ® N O

Agenda Items Estimated Time

1. Introduce Project Management Team

{Insert notes.}

2. Provide overview of proposed project, including:
e Purpose of project;

= Potential flooding sources that have been identified so far
(including limits of project); and
Why community/flooding sources were chosen for project.

{Insert notes.}

3. Discuss community’s assessment of flood mapping needs

{Insert notes.}

4. Discuss potential data sources (e.g., digital base maps, on-going
projects, and data collection efforts)

{Insert notes.}

5. ldentify other key players (e.g., regional or State agencies) ‘

{Insert notes.}

6. Discuss community’s capabilities and interest in becoming a CTP ‘

{Insert notes.}

7. Other topics of discussion ‘

{Insert notes.}

8. Outline schedule of future activities |

{Insert notes.}

9. Summary/Action Items ‘

{Insert notes.}
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[.1.4  Effective Map and Report Summary Template

FEMA designed the Effective Map and Report Summary Template, shown on pages |-14

to 1-18, for the assigned Project Team member to use in recording the results of research
of effective information. As discussed in Volume 1, Subsection 1.3.2.6 of these
Guidelines, findings from a search of the FEMA library storage facility for effective
Flood Insurance Rate Map (FIRM) panels and Flood Insurance Study (FIS) reports and
other flood hazard data or existing study data and the results of other research are to be
documented on this template.

[February 2002]
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Effective Map and Report Summary

{Insert Name of Project}
{Insert Community Name - Complete Separate Summary for Each Community.}
{Insert Date}

Prepared by:

{Insert Name(s) of Author(s)}

Section |.1 [-14 February 2002 Edition
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Introduction

{Insert paragraph describing the purpose of this Effective FIRM Summary document.
If more than one community isinvolved in the project, provide a summary for each.}

1. Library Research

A. General Effective FIS Information
Date of the Effective FIRM: {Insert date}

Number of effective FIRM panels: {Insert number of panels and list by number; e.g.,

99009C0025D}
Format of the effective FIRM (check
all that apply): [ Nanual
[ Qigital
[ Qountywide

[ Map Initiatives

Type of flooding . .
(check all that apply): [_Rjverine [ Cpastal [ Ajuvial

(Attach effective FIRM, FIS, and/or FHBM.)
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B. Base Map Information

Provide the following for the base map(s) used for the effective FIRM.

Base Map Source Date Scale

{Insert base map source} {Insert date} {Insert scale}

C. Summary of Map Actions

Letters of Map Change

The LOMRs, LOMR-Fs, and LOMAs listed below have been issued and are currently

effective.
LOMC Project
Type Case No. Effective Date Identifier Panel

D. Summary of Flood Control Structures

{Provide an inventory of effective flood control structures (levees/dams) and their
certification status.}

{Provide any relevant information on file regarding post-disaster investigations in the
proposed study area.}

Section |.1 [-16 February 2002 Edition
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E. Flooding Source: {Insert name of flooding source; use one "Flooding Source" table for each flooding
source studied in detail.}

Analysis Type Method Date Digital Copy Reach Limits
Available?
Hydrology [ V§s [ Np
Hydraulics [ s [ Np
Topographic Source for Floodplain Delineation {Insert Topographic Source.}
Data Source for Cross Section Data {Insert Data Source.}
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2. MNUSS Research Summary

A. Flood Data Update Needs

List Need Type(s): {Insert type of need.}
B. Map Maintenance Needs

List Need Type(s): {Insert type of need.}

(Attach a printout of the MNUSS Community Need Reports.)

3. Map Needs Assessment Results

Was a separate Map Needs Assessment done? [ Vs [ Np

If so, when? {Insert date of Map Needs Assessment.}

Why? {Insert description of why the needs assessment was done.}
Summary of Map Needs Assessment Findings:
{Provide a summary of the findings of the map needs assessment.}

(Attach completed Map Needs Assessment Form.)

4. Attachments
e Scoping Map
e Relevant future file information
e MNUSS Community Need Reports:
e Map Needs Assessment Form, if completed
e Effective FIRM panels

e FIS report

[February 2002]
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[.L1.5 Available Data Inventory Template

FEMA designed the Available Data Inventory Template, shown on pages I-20 to 1-28, to
record the results of research of all available data including, but not limited to, available
base map information, topographic data, flood hazard data and hydrologic and hydraulic
information and data. The assigned Project Team member shall use this template to
document the agencies contacted, date, name of person contacted, telephone number, and
the result of the research.

[February 2002]
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Available Data Inventory

{Insert Name of Project}

{Insert Date}

Prepared by:

{Insert Name(s) of Author(s)}
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This checklist is used to inventory base map, topographic, and hydrologic and hydraulic data, and
floodplain mapping information and data available or currently underway that may be useful for
this project. (Also, use the “Effective FIRM Summary” and the “Potential Obstacles to Project
Completion Checklist.™)

Use the checklist below to help solicit the information you will need to answer the key questions.

Base Map Information

Are U.S. Geological Survey (USGS) Digital Orthophoto
Quadrangles (DOQs) available for this community or county? [ Yes [ Np

{Insert notes.}

What community base map data are available? From whom?
{Insert notes.}

What is the source of the base map data and how were the data created?
{Insert notes.}

Are the owners of the data willing to allow FEMA to release
the base map data to the public with the DFIRMs? [ Yes [ Np

If you checked “No,” to the above question you do not need to complete the rest of
the Base Map Information section of this checklist.

Contact Information for Data Source ‘

Name:

Organization:

Telephone No.:

E-Mail Address:

Facsimile No.:

{Insert notes.}

If the base map data are in vector format and the owner is

not willing to release the data, will the owner allow FEMA to
make a raster image of the vector base map data and release [ TJes
that?

{Insert notes.}
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Base Map Information (Continued)

Do the data cover the entire community or county being
restudied (not just the streams being studied)?

{Insert notes.}

Are the data available now? If not, what is the projected

completion date?

{Insert notes.}

What is the accuracy or resolution of each data set or type?

{Insert notes.}

[ TYes [ \p

[ TYes [ Np

When were the base map data created, last updated, or reviewed for update needs?

Created Last Updated

Reviewed

{Insert date.} {Insert date.}

{Insert date.}

{Insert notes.}

Is the base map in the process of being revised? If yes, what

is being done and when will it be completed?

{Insert notes.}

[ ¥es

What projection, horizontal datum, and vertical datum were used for the base map data sets?

Projection Horizontal Datum

Vertical Datum

{Insert notes.} {Insert notes.}

{Insert notes.}

In what file format(s) are the data available?
{Insert notes.}
How are the data tiled?

{Insert notes.}
Is a data dictionary or metadata available?

{Insert notes.}

Section 1.1 [-22
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Base Map Information (Continued)

What feature types do the base map data sets contain? (Check all that apply.)

[ Rpads
[ Qenterlines
[ Hdge of pavement
[ Right of way
[ Tigital orthophotos
{Insert notes.}

[ Rpad Names

[ Jtored as attributes in database

[ Rlaced as graphic elements for plotting. At what scale(s)?
{Insert notes.}
[ Rpilroads/railroad names
{Insert notes.}
[ Ajrports
{Insert notes.}
[ R]vers, streams, lakes, shorelines, coastline

{Insert notes.}
e political boundaries (corporate, county,

traterritorial, etc.) current? [ s [ Np
{Insert notes.}
[ Pjrks, military reservations, Native American lands
{Insert notes.}
[ Rpnge, township, section lines
{Insert notes.}
[ Bjilding footprints
{Insert notes.}

[ Phrcels

{Insert notes.}
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Base Map Information (Continued)

[ ] Bridges
{Insert notes.}

Flood control structures (e.g., culverts, levees, dams, weirs, floodwalls, jetties,

1 etc.)

{Insert notes.}

] What bench marks, Elevation Reference Marks (ERMSs), or other vertical
control data are available for the community, county, or study area?

{Insert notes.}

Topographic Information
What elevation data are available?
{Insert notes.}
What is the source of the topographic data (how were the data created)?
{Insert notes.}

Do the data cover the floodplains for the flooding sources in the .
entire community or county being restudied? [ Yps NP

{Insert notes.}

Are the data available now? If not, what is the projected completion
date? [ Vs [ Np

{Insert notes.}
What is the accuracy or resolution of the topographic data?
{Insert notes.}

When were the topographic data created, last updated, or reviewed for update needs?

Created Last Updated Reviewed

{Insert date.} {Insert date.} {Insert date.}

{Insert notes.}
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Topographic Information (Continued)

What projection, horizontal datum, and vertical datum were used for the topographic data?

Projection Horizontal Datum Vertical Datum

{Insert notes.} {Insert notes.} {Insert notes.}

{Insert notes.}
In what format(s) are the data available?

{Insert notes.}

Triangulated
Digital Elevation Digital Terrain Irregular Network
Contours Model (DEM) Model (DTM) (TIN)
{Insert contour {Insert horizontal and {Insert notes.} {Insert notes.}
interval.} vertical resolutions.}

{Insert notes.}

Flood Hazard Data
Are digital flood hazard data available? If so, from whom? [ Vs [ Np

{Insert notes.}

Have flood hazard data that have been converted to digital format
been compared to the effective FIRMs to ensure that base map to [ Vs [ Np
flood hazard relationships have been preserved?

{Insert notes.}
What was the source of the digital flood hazard data and how were the data created?

{Insert notes.}

Do any new data tie in to the existing effective information? [ Vs [ Np
{Insert notes.}

Do the data cover the entire community or county being restudied? [ Vps

{Insert notes.}
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Flood Hazard Data (Continued)

Are the data available now? If not, what is the projected completion

date? [ Yps
{Insert notes.}
What is the accuracy or resolution of each data set or type?
{Insert notes.}
When were the data created, last updated, or reviewed for update needs?
{Insert notes.}
Created Last Updated Reviewed

{Insert date.} {Insert date.}

{Insert date.}

{Insert notes.}

Are Letters of Map Change (LOMCs) included in any digital data sets?

{Insert notes.}

I

What projection, horizontal datum, and vertical datum were used for the flood hazard data

sets?

{Insert notes.}

Projection Horizontal Datum

Vertical Datum

{Insert notes.} {Insert notes.}

{Insert notes.}

In what file format(s) are the data available?
{Insert notes.}
How are the data tiled?

{Insert notes.}
Is a data dictionary or metadata available?

{Insert notes.}

Have flood hazard data that have been converted to digital format
been compared to the effective FIRMs to ensure that base map to
flood hazard relationships have been preserved?

{Insert notes.}
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Flood Hazard Data (Continued)

What feature types do the flood hazard data sets contain? (Check all that apply.)

[ 196 annual chance flood hazard areas
{Insert notes.}

[ 0J2% annual chance flood hazard areas
{Insert notes.}

[ Flpodways
{Insert notes.}

[ Cpastal Barrier Resources System areas
{Insert notes.}

[ AJuvial fans
{Insert notes.}

[ Bpse flood elevations, velocities, or depths
{Insert notes.}

[ Cjoss sections
{Insert notes.}

[ Elevation Reference Marks (ERMs)
{Insert notes.}

[_LPMCs
{Insert notes.}

[ Aje data for other flood frequencies available?

{Insert notes.}

Do the flood hazard boundaries need to be fitted to newer or more
detailed stream locations and/or topography than was previously
used for the existing FIRM?

{Insert notes.}

Are new hydrologic and hydraulic models available? If so, please
describe them.

{Insert notes.}
Do hydrologic and hydraulic models need inclusion?

{Insert notes.}

Section 1.1 [-27

s [
s [
s [
s [

February 2002 Edition



Guidelines and Specifications for Flood Hazard Mapping Partners

Flood Hazard Data (Continued)

Were the hydrologic and hydraulic data developed using automated
modeling and mapping techniques? If so, describe them.

{Insert notes.}

Are digital files containing data needed for hydrologic or hydraulic
modeling (e.g., land use or soils) available?

{Insert notes.}

Are supplemental data (e.g., photographs, etc.) available?
{Insert notes.}

Are supplemental data in digital format?
{Insert notes.}

Are there levees in this community?

{Insert notes.}

If levees are present, do they provide protection from the 1% annual
chance flood event?

{Insert notes.}

Is U.S. Army Corps of Engineers certification available for these
levees?

{Insert notes.}

Do the coastal analyses reflect primary frontal dunes?
{Insert notes.}

Do the coastal analyses reflect wave heights?

{Insert notes.}

Does the community maintain hydrologic and hydraulic analyses that
reflect future conditions?

{Insert notes.}
Are other hazard data available? If yes, what are they?

{Insert notes.}

Are elevation certificates for floodprone structures available in a
database or other electronic format?

{Insert notes.}

Vs

Vs

:

:

:

!

!

Section |.1 [-28 February 2002 Edition



Guidelines and Specifications for Flood Hazard Mapping Partners

[.L1.6  Potential Obstacles to Project Completion Checklist
Template

FEMA designed the Potential Obstacles to Project Completion Checklist Template,
shown on pages 1-30 to 1-35, to record identified potential obstacles to the completion of
a Flood Map Project, as well as to record creative solutions and/or alternatives to
minimize or avoid potential obstacles. The assigned Project Team member shall check
the type of obstacle identified, and then fill in the necessary information. The checklist is
a“living” document that the assigned Project Team member shall update throughout the
entire lifecycle of the Project, when necessary.

[February 2002]
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Community Name

Project Management Team
Date Created

Date Revised

Date Revised

Date Revised

{Insert Community Name.}
{List Project Management Team Members.}

{Insert checklist completion date.}

{Insert checklist revision date.}
{Insert checklist revision date.}

{Insert checklist revision date.}

e {Insert needs.}

N ‘Unable To Adequately Address Needs with Available Funding

Minimum Project Needs

Estimated Funding Required

e {Provide estimated funding level required.}

Possible Solutions or Alternatives

e {List and/or discuss possible solutions or alternatives.}

Comments: {Insert additional comments.}

Resolution

e {Describe the resolution for this issue.}

Can the project proceed?

Section 1.1
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B ‘Base Map Availability

[ UPGS DOQ not available

[ L§cal base map not available

[ Lcal base map does not meet FEMA's minimum specifications. Explain why:

(For additional information, visit FEMA’ Web site at www.fema.gov/mit/tsd and
view “Guidance Information for Base Map Specifications for New Digital Flood
Insurance Rate Map Product.” The following minimum standards must be met
for FEMA to use community-supplied base map data rather than USGS DOQs for
DFIRM production. Check those that apply to this project.)

[ Rpsolution

[ Hprizontal Accuracy

[ Hprizontal Reference System
[ Dhta Sources

[ Cirrency

[ Cpverage

[ AJailability

[ Rpstrictions on Use

[ Cpntents

[ Thematic Separation of Data

[ Fje Format
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[ Dhta Structure
[ Metadata

Comments: {Insert notes.}

Possible Solutions or Alternatives

e {List and/or discuss possible solutions or alternatives for base map availability
issues.}

Resolution

e {Describe the resolution for this issue.}

Can the project proceed? [ Vs

B ‘Hydrologic or Hydraulic Issues

Hydrologic & Hydraulic Issues

e {List and/or discuss any hydrologic & hydraulic issues that could threaten the
success of the project.}

Possible Solutions or Alternatives

e {List and/or discuss possible solutions or alternatives for each hydrologic &
hydraulic issue.}

Comments: {Insert additional comments.}

Resolution

e {Describe the resolution for this issue.}

Can the project proceed? [ Vs
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B ‘Community Concerns

Community Needs, Concerns, and/or Preferences

e {List and/or describe any community needs, concerns, and/or preferences.}

Other Potential Community-Related Obstacles

e {Discuss and/or describe any other obstacles posed by the community.}

Possible Solutions or Alternatives

e {List and/or discuss possible solutions or alternatives to community-related
issues.}

Comments: {Insert additional comments.}

Resolution

e {Describe the resolution for this issue.}

Can the project proceed? [ Vs [ Np

N ‘Reliance on Other Studies or Data

Relationship to the Proposed Flood Project

« {Describe how the dependent on-going study or studies tie in with the proposed
flood mapping project.}

e {Describe if, how, and why the dependent on-going study or studies could delay
the proposed flood mapping project.}

e {Describe data that will not be available within the project's scheduling constraints;
e.g., topographic mapping.}
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Possible Solutions

< {List and/or discuss possible solutions or ways to work around this obstacle. For
example, if the dependent on-going study or studies are a source of data for the
proposed mapping project, are there alternative sources of data?}

Comments: {Insert additional comments.}

Resolution

e {Describe the resolution for this issue.}

Can the project proceed? [ Vs

Project Priority

Change in Priority

- {List any possible changes in the priority for this project.}

Needs Update

< {Discuss any updates to the needs that may affect the priority.}

Possible Solutions or Alternatives

e {Describe appropriate course of action should priorities change.}

Comments: {Insert additional comments.}

Resolution

e {Describe the resolution for this issue.}

Can the project proceed? [ Vs

Section

.1 [-34 February 2002 Edition




Guidelines and Specifications for Flood Hazard Mapping Partners

B ‘Other Considerations

Federal/State/Non-Governmental Organizations

- {Describe and/or discuss any politically motivated considerations that could
delay/impede the project.}

Programmatic

e {Describe and/or discuss any programmatic considerations that could
delay/impede the project.}

Disaster-Related

« {Describe and/or discuss any disaster-related issues or considerations that could
delay/impede the project.}

Legal

e {Describe and/or discuss any legal considerations that could delay/impede the
project.}

Other

e {Describe and/or discuss any additional considerations that could delay/impede the
project.}

Possible Solutions or Alternatives

e {Describe any possible solutions or alternatives.}

Comments: {Insert additional comments.}

Resolution

e {Describe the resolution for this issue.}

Can the project proceed? [ Vs [ Np
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1.1.7  Draft Scope of Project Template

FEMA designed the Draft Scope of Project Template, shown on pages 1-37 to 1-41, to
record the elements of the draft Scope of Project. The draft Scope of Project is based on
mapping needs determined during the Mapping Needs Assessment Phase of the Flood
Map Project and/or the research portion of the Scooping Phase of the Flood Map Project.
The draft Scope of Project isa“living” document that the FEMA Lead and other Project
Team members shall update, when necessary.

[February 2002]
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Scope of Project

{Insert Name of Project}

{Insert Date}

{Insert Revision Date}
{Insert Revision Date}
{Insert Revision Date}

{Insert Revision Date}

{Insert Name(s) of Author(s)}
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Introduction

{Insert paragraph describing the purpose of this project. The purpose statement should include
a summary of the research and outreach activities completed. Note in the purpose statement
that the project is subject to change due to community priorities and funding availability.}

1. Needs List

Mapping Need

{Insert brief summary of need;
e.g., "Restudy of Mill Brook™ or
"Convert Maps to DFIRM." Add
new table row for each need.}

Need Type

{Insert either "Flood
Data Update" or "Map
Maintenance."}

Source of Need

{Explain how the need was
identified; e.g., community,
MAPPING PARTNER
Research, etc.}

2. DFIRM Production

Check all that apply:

[ Gountywide

[ Thcorporate LOMCs

[ Cpmmunity-based

[ Hffective Information for Non-Revised Flooding Sources will be digitized

A. Proposed Paneling Scheme

{Describe and discuss the proposed paneling scheme for this project. Attach an

index.}

Section 1.1
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B. Base Map

{Indicate the sources for base maps to be used for the project.}

Contour
Source Scale Interval Coverage
{Insert source of base {Insert {Insert {Insert {Describe
map. Note: Add table date.} scale.} contour coverage.}
row for each source.} interval .}

{Additional comments}

C. Option Choices

[ Resolve external mismatches
[ Thcorporate Physical Map Revision or Existing Data Studies
[ Wit existing FIS profiles to newer topographic data

[ Bxpand database to include:
e {List what will be included in expanded database.}

[ Hit Zone As to newer topo

[ ¥ap unmapped communities
[ Gonvert to North American Vertical Datum of 1988

[ Gonvert to metric

[ Add supplemental images:

{Examples: Scanned Documents, Engineering Study Data Package, Technical
Support Data Notebook, etc.}
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[ Rpplace ERMs with National Geodetic Survey benchmarks

[ Tclude future conditions mapping

[ Tclude erosion mapping

[ Tdclude other hazards:
{Specify other hazards.}

[ Ofher community options:

{Specify other community options.}
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3. Description of Project Area (Add flooding source tables as
needed)

Flooding Source: (Insert Name}

Hazard ldentification ‘

Method Data Collection
. Field Surveys for Cross Topographic Data (Include
Hydrology Hydraulics Sections and Structures Scale and Contour Interval)

Flooding Source: (Insert Name}

Hazard ldentification ‘

Method Data Collection ‘
. Field Surveys for Cross Topographic Data (Include
Hydrology Hydraulics Sections and Structures Scale and Contour Interval)
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[.L1.8  Draft Scope of Project Conference Call/Agenda Meeting
Minutes Template

FEMA designed the Draft Scope of Project Conference Call/Agenda Meeting Minutes
Template, shown on pages |-43 and 1-44, to record the results of the conference call that
the FEMA Lead will hold with the community once research has been completed and the
draft Scope of Project has been prepared. If more than one conference call is conducted
or more than one community is contacted, the FEMA Lead or other assigned FEMA staff
shall prepare a separate form for each call.

[February 2002]
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Community/Mapping Project:

Date: Case No.:
FEMA Lead:

Participants:

1. 6.

2. 7.

3. 8.

4. 9.

5. 10.

Agenda Items

1. Introductions/Roll-Call

‘ Estimated Time:

{Insert notes.}

2. Overview of Agenda for Conference Call

{Insert notes.}

3. Summary of Research Methods

{Review how the draft Scope of Project was developed.}

4. Discuss Draft Scope of Project:

Flooding sources to be studied

Flood hazard identification methods to be used
Data collection needs and methods

Proposed paneling scheme

Base map

DFIRM options

Digital Conversion of Existing Data

{Insert notes.}

Section 1.1 [-43
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Agenda Items ‘ Estimated Time:

5. Schedule Scoping Meeting and Identify Attendees

{Insert notes.}

6. Summary of Action Items

{Insert notes.}
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1.2 Scoping Meeting Activities

The templates, checklists, and forms that the FEMA Lead and other Project Team members shall
use to record activities during the Project Scoping Meeting are summarized in Subsections 1.2.1
through 1.2.8.

[February 2002]

[.2.1  Scoping Meeting Item Checklist Template

FEMA designed the Scoping Meeting Item Checklist Template, shown on pages 1-46 to [-48, for
the FEMA Lead to use in recording what items the individual Project team members must bring
to the Scoping Meeting. The FEMA Lead or other designated FEMA staff shall complete this
checklist before the Scoping Mesting is held.

[February 2002]
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The following items are considered essential for the Scoping Meeting:

Item

Responsible Team Member

FIS Report(s)

FIRM Panel(s)

USGS Quad(s)

Best Available Community Base Map(s)

Effective FIRM Summary

Available Data Inventory

Scoping Map

Draft Scope of Project

Scoping Meeting Agenda/Minutes Form and Other
Relevant Scoping Meeting Tools

Section 1.2 [-46
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Bring the following items, if available:

Responsible Team
Available Item Member

[ V#s | Jo ,IAeriaI Photographs and/or DOQQ

mages
[ Y¥s I Yo Aerial Topography

Pertinent Reports/Studies/Plans (e.g.,
[ Y@s | No Federal Agency Reports or Master

Drainage Plans)
[ Y§s [ o
[ Y¢s [_To
[ Vs [ To
[ Vs [ Ko
[ Y§s [ o
[ Y¢s [_To
[ Vs [ To
[ Vs [ Ko
[ Y§s [ o
[ Y¢s [_To
[ Y¢s [_To
[ Vs [ Ko
[ Y§s [ o
[ Vs [ Mo
[ Y¢s [ To
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The following community resources should also be available for the Scoping Meeting:

Responsible Team
Available Item Member
[ Vs [ Ko Community Master Plan(s)
[ Y§s [ o As-Built Plans
[ Y¥s I Jo Drainage Master Plans
[ Y§s I Yo Street Maps
[ Vs [ Ko Zoning Maps
[ Y§s [ o Floodplain Ordinance(s)
[ Vs [ Mo
[ Yés [_To
[ Vs [ Ko
[ Y§s [ o
[ Vs [ Mo
[ Yés [ To
[ Vs [ Ko
[ Y§s [ o
[ Yés [ To
[ Yés [_To
[ Vs [ Ko
[ Y§s [ o
[ Yés [ To
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[February 2002]
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[.2.2  Document Transmittal Letter Template

FEMA designed the Document Transmittal Letter Template, shown on pages|-50 and 1-51, for
the FEMA Lead, FEMA Assistance Officer (AO), or FEMA Contracting Officer (CO) to use in
distributing the Scoping Meeting Item Checklist and background information on the Flood Map
Project to all individuals that will attend the Scoping Meeting.

[February 2002]
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Federal Emergency M anagement Agency
Region {Insert Regional Office Number}

{Date}

{Name of Community Official}
{Community Official's Title}
{Address 1}

{Address 2}

{Community, State ZIP code}

Dear {Name of Community Official}:

We have scheduled your community’s Flood Mapping Project Scoping Meeting for {INSERT DATE OF
SCOPING MEETING}. The meeting will be held at {INSERT TIME AND LOCATION OF MEETING}. Details
regarding attendees, how you can prepare for the meeting, and what you will need to bring are listed
below.

Flood Mapping Project: {Insert the name of the Flood Mapping Project.}
Case Number: {Insert Case Number.}

FEMA Lead: {Name of FEMA Lead}

Attendees: {Ins